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MEMORANDUM FOR : Director of Training

SUBTCT : surcey of Personnel Forms

| 1. The ¥rersonnel Cffice {s currently conducting extersive
research int: the types and uses of pere_nnel forms throughout the
ngency. The immediate «biective of this research is to develop the
troe f Fosition and Employee Record Card which best meets the
crer=all needs of the Agency. This will thereby provide esch Agency
component with an effective basis { .r standardized personnel rec: rd
keeping,

4. bort of this research will involve a survey of the
verious personnel i.rms used by appropriste Agency components.
It ie requested that maximum cocparation be extended to the repe-
regsentative from the sersonnel Offics appolnted t eonduct this
survey wno wlll contact your office in the nezr future in this regard.

[s]
foie é&c Q;hite
ioting Ueputy Dirsetor (Administration)
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